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POLICY: .01 The Laboratory provides l imited housing,  as  

avai lable ,  to  el igible  persons who have off ic ial  
business  at ,  are  employed by,  or  work at  the 
Laboratory.    

 
 .02 The Laboratory wil l  comply with al l  appl icable  

s tatutes ,  regulat ions and orders  regarding 
avai labi l i ty of  housing.  

 
  .03 Tenants  must  t reat  Laboratory housing,  including 

furnishings,  with the same care with which they are  
required to t reat  Laboratory work s i tes  and 
contents .   

 
BUS-DO HOUSING OFFICE: .04 The Business  Operat ions Division Office (BUS-DO) 

administers  the Laboratory’s  Housing Office.  All  
Laboratory-sponsored housing needs must  be 
coordinated through the BUS-DO Housing Office.  

 
ELIGIBILITY: .05 Employees of  the Laboratory,  subcontractors  to  the 

Laboratory,  and individuals  working at  the 
Laboratory are  el igible  to  apply for  housing.  For  
example,  vis i t ing scient is ts  and Department  of  
Energy personnel  working onsi te  a t  the Laboratory 
are  el igible .  All  appl icants  must  have a  Laboratory 
sponsor  (ordinari ly,  the group or  organizat ion with 
which they are  working) .  

NOTE:  Apartments  are  pr imari ly for  short- term 
occupancy.  Short- term means “less  than one 
year  in  durat ion.”  This  housing is  intended to  be 
temporary only,  and should not  be used as  
permanent  housing.  A specif ied number of  
apartments  wil l  be set  aside for  longer- term 
occupancy and length of  rental  for  these 
apartments  wil l  be considered on a  case-by-case 
basis .  

In  addi t ion to  providing housing pursuant  to  
this  subject ,  the BUS-DO Housing Office may 
also at tempt to  locate  other  avai lable  short- term 
housing for  e l igible  persons.  In  such cases ,  the 
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el igible  person wil l  deal  direct ly  with the 
landlord;  the Laboratory wil l  act  only as  a  
c lear inghouse,  wil l  have no responsibi l i ty 
regarding the housing arrangement ,  and the 
provisions of  this  subject  wil l  not  apply.  

 
 
RESPONSIBILITIES: 
 
  

Host  or Sponsor .06 Laboratory sponsors  must  confirm an appl icant’s  
assignment  at  the Laboratory before the Housing 
Office wil l  assign housing uni ts .  By confirming an 
appl icant’s  request  for  housing,  the sponsor  agrees 
to  accept  f inancial  responsibi l i ty while  the 
appl icant  ( tenant)  resides in  Laboratory sponsored 
housing (any housing leased by the Laboratory) .  
The l iabi l i ty  includes expenses incurred from lost  
rent ,  fees ,  or  damages beyond normal  wear  and tear  
to  an apartment  that  are  caused by the tenant .  The 
sponsor  is  l iable  only i f  the Housing Office cannot  
col lect  f rom the tenant .  See also .08 and .09.  

 
 

Tenants .07 Rental Agreement - All  tenants  must  s ign a  rental  
agreement  with the BUS-DO Housing Office.  

 
 .08 Rental Payments – Rent  payments  are  the 

responsibi l i ty of  the tenant  and arranged with the 
BUS-DO Housing Office.  The sponsoring 
organizat ion may not  subsidize rental  payments  of  
tenants  without  pr ior  approval  of  the Housing 
Office.  

  
 .09 Discipline - Tenants  are  responsible  for  any violat ion 

of  the housing pol icy,  rental  agreement ,  appl icable  
regulat ions,  ordinances and laws.  This  includes 
damages to  faci l i t ies  and furnishings beyond 
normal  “wear  and tear .”  Violat ions by employees 
may resul t  in  discipl inary act ion up to and 
including terminat ion of  employment  and/or  
evict ion from housing.  Violat ions by nonemployees 
may resul t  in  evict ion from housing and/or  
terminat ion of  associat ion with the Laboratory.   
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These procedures effective until further notice. PROCEDURES: 
 
 
Housing .10 Applicants  for  housing must  complete  the Housing  
Request Form   Request  Form, which is  avai lable  from the BUS-DO 

Housing Office.   

NOTE: Applicants  may be required to  provide a  
deposi t . 

 
 
Arrival Date .11 Prospect ive tenants  must  not i fy the BUS-DO 

Housing Office i f  they intend to arr ive at  a  t ime 
other  than the scheduled occupancy date .  The uni t  
wil l  be held unt i l  5  p .m.  on the arr ival  date  
indicated on the Housing Request  Form. Thereafter ,  
the prospect ive tenant  must  reapply for  housing.  
Arrangements  for  access  before the scheduled 
occupancy date  must  be made in  advance with the 
BUS-DO Housing Office.  

 
Reservations .12 All  reservat ions are  guaranteed only for  the period 

s tated in the rental  agreement .  The BUS-DO 
Housing Office may al low extensions of  agreement  
on a  case by case basis .  

   
Termination .13 Tenants  must  not i fy the BUS-DO Housing Office 

when their  act ive employment  or  associat ion with 
the Laboratory is  terminated.  

NOTE:   Notif icat ion of  terminat ion of  
employment  or  assignment  or  conversion to  
casual  s ta tus  must  be submit ted to  the BUS-DO 
Housing Office within 1 week fol lowing the 
act ion.  The Housing Office may make 
except ions when employees are  not  given at  
least  one week’s  not ice before terminat ion.  In 
no event  may a  tenant  s tay in  Laboratory 
Housing longer  than 1 week beyond terminat ion 
of  act ive employment  or  associat ion with the 
Laboratory.  
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